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31 AUG 1973 


MEMORANDUM FOR: Deputy Director for Management and Serviees 
SUBJECT : Nonstandard Work Schedules - DD/S&T Duty Offtee 


| . REFERENCE t a. Maemo for Ex Dir-Compt from D/Pers dtd 21 tee 71; 
Bubject: Nonstandard Work Schedule 


25X1A v-[] Hours of Work 


1. Agtion Requested: The attached request fram the DD/sa? to 
establish a nonstandard workweek is tranamitted to you for your 
approval, 


2. Basia Data oF Batkground : 


&. The DD/SM0 desires to establish e 24-hour wateh in 
@enjunetion with the CIA Operations Center to monitor activities 
of interest to the Directorate. The initial complement will 
gonsist of four officers - two CS-14's, one GS-13, and one 
GB-12, These officers will work e normal 3-day, 12-hour shift 
eseh week, plus an 8-hour Sunday shift every other week. 
| This will equal out to 80 hours per man vr pay period. fSce 
gemple schedule attached. (Attachment A) The relief shifts 
(R-Ghifts) show in Attachment A will be manned by employees 
of the various Directorate components on a volunteer basis. 
The workweek for the voluntesra will not exeeed 40 hours, 
thos not requiring overtime pay. However, pramium pay will 
be muthorized for the Sunday tour of duty. 


b. This propossl will permit the Direetorate, for the 
firet time, to have adequate representation in the CIA Operation: 
Center for the monitoring and dissemination of all-gource 
traffic of interest to the Directorate, It will further exsurs 
ereater coordination of activities with the FMBAC Operations 
Center 


&, The following guidelines will govern leave and pay 
aecounting under the schedule. They are in agtordance with 
paragraphs 10 and 11 of the referent memorandun. 


(1) Employees at the GS-11 and below level 
would be paid overtime for work in excess of 80 hours 
_ in a two-week, 80-hour pay period. 
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(2) Employees GS-12 through G6-14 may receive 
overtime payments for directed overtime worked in 
excess of 9 hours in a two-week, 80-hour pay period. 


(3) Employees entitled to Sunday, holiday, or 
night differential pay would receive such pay, when 
appropriate, for hours worked not in exeess of 12 
within a regularly scheduled workday. 


(4) Ammeal and siek leave will be charged 
aseording to leave taken against the employee's 
eatablished work schedule. 


(5) Otherwise the provisions of HR 20-29 would 
remain unchanged and would pertain to the irregular 
werk schedules, 


3. Staff Peaition: The proposal appears to be sound ant 
is in eecordence wit ancy policy pertaining to nonstandard 
work achedules. The DD/S&T is not asking for an increase ir 
eeiling to cover the establishment of the new positions involvd. 
The establishment of the positions may result in a slight increas: 
in the Directorate average grade. 


4, Reccamensinticn: I recommend that you approve the establ’sh- 
ment of the schedules as reflected in Attachment A. 


/s/ John F. Blake 


John F. Blake 
Director of Personnel 


Att 


APPROVED : 


DISAPPROVED : 


Pistribution: 
Orig - Adse (Return to D/Fers) 
2 =~ DD/ MS 
2 + D/Pera 
1 ~ OP/PMCD 
2 - DD/S&T 


oP/pucD[”skrg = (30 Aug 73) 
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DD/S§&T-2565-73 
22 August 1973 


MEMORANDUM FOR: Deputy Director for Management and Services 
THROUGH: Director of Personnel 


SUBJECT: Request for Approval of a Nonstandard Basic Workweek 


for the DD/S§T Component in the CIA Operations Center 


1. This memorandum contains a request for the approval of the 
Deputy Director for Management and Services of a nonstandard basic 
workweek for the DD/S§T component in the CIA Operations Center. It is 
submitted in compliance with_______] as revised on 24 May 1973. The os5y4,A 
specific request is contained in paragraph 5. 


2. In conjunction with the expanded role of the CIA Operations 
Center, the DD/S&T has assigned duty officers there to monitor Agency 
activities of interest to the Directorate. We are attempting to begin 
a 24-hour operation with the first pay period in September. The initial 
complement will consist of two GS-14's, one GS-13, and one GS-12. These 
officers will be working nominal 12-hour shifts patterned after those 


-used in the FMSAC Operations Center. A sample schedule is attached. 


(Attachment A.) 


3. You will recall that the ee ee B) isa 95x4/A 
direct result of the FMSAC schedule which was started experimentally 

in March 1971 and has since been adopted as standard. Although initially 
there is to be only one man per shift, the reasons for selecting the 
12-hour schedule are generally the same as those used by FMSAC. These 
were presented in a memorandum of 21 December 1971 (Executive Registry 
No. 71-6416--Attachment C) from the Director of Personnel to the 
Executive Director-Comptroller, An additional reason for selecting 

this schedule is that FMSAC works with the largest data base accessible 
to our Operations Center component and we want to work out a regular 
team relationship between the personnel in these two centers. This 

will help to make the efforts of the two centers complementary rather 
than duplicative. 


SECRET Cl by 170374 
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SUBJECT: Request for Approval of a Nonstandard Basic Workweek for the 
DD/S&T Component in the CIA Operations Center 


r 


4. As an interim measure, because of the short timeframe involved, 
we propose to use the same guidelines passed to FMSAC for preparation 
of Time and Attendance reports. These were given to FMSAC in memorandum 
form on 25 April 1972 by the Chief of the Domestic Payroll Operations 


‘Branch. (Attachment D.) 


5. Because of the numerous advantages offered, it is requested 
that approval be granted for a 12-hour shift schedule for the DD/S&T 
component assigned to the CIA Operations Center, 


A. Carl E. Duckett 
Deputy Director 
for 
Science and Technology 


Attachments: 
As stated above 


CONCURRENCE : 


a 
Director of Personnel Date 


_ APPROVAL: 


ee 


ee a ee eh ee 
Deputy Director for Management & Support Date 
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| sAPTACHMENT A 


Sample DD/S&T Duty Officer Schedule for Operations Center 


7 x 
Shift Su Shift = M 
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"SECTION V: HOURS OF WORK, LEAVE, AND PAY 


HOURS GCF WORK. The circumstances under which the Agency carries 
ome of the most important and’ critical aspects of fis work are in large 
measure conditions over which the Agency has no control. They are dictated 
; by the course of world events, the needs of the policymakers of the Government, — 
— and other circumstances which are not predictable. It is impossible to accomplish . 
1) Oe the intelligence mission successfully with a rigid, prearranged work schedule. On 
j. . the contrary, Agency personnel must be flexible in their work habits and work 
-ii¥ °° schedules in order to take advantage of collection opportunities, to meet deadliries, 
.‘-:. and to produce national intelligence in a timely manner. - et a ; 


25X1A er. | 


nhs . 


. . fa. WORKWEER AND WORK SCHEDULES 
4. @) STANDARD BASIC WORKWEEK 


4!" "(a) Operating Officials and Heads of Independent Offices will schedule 
ee: ; “basic workweeks for components under their jurisdictions In accord- 
a0; os anee with the following standards?) + oes 
. h:,: 1). Duty hours are scheduled in advance and cover @ period of not 

-; .. less than one week..- . Ao Wasaga ee oo 


Lo 7 ps (2) The basie 40-hour workweek consists of five consecutive duty days, 
3 So a Stef. normally Monday through Friday. ais Lead 
_ . (3) The working hours in each day in the basic. workweek are the same. 
_ (4) The basic nonovertime workday does not exceed eight hours. 
-{5) The occurrence of holidays does not affect the designation of the 


2@ y : eee -.* basic workweek. . es Soe ees : oe 
oa (6) Breaks in excess of one hour are not scheduled in any basic work- 


"+! (b) Normally basic workweeks will be scheduled from 8:00 am. to 4:30 p.m., _ 
- + * 8:30 a.m, to 5:00 p.m., or 9:00 a.m. to 5:30 p.m. Monday through Friday. 
- . One-half hour is allowed for lunch. When necessary to carry out the 

- : ‘missions of their components, Operating Officials and Heads of Inde- ~ 
~ pendent. Offices may schedule basic workweeks with hours different 
from those prescribed above as long as they meet the standards given 
: in subparagraph (a) immediately above... rons : 


- +(2) NONSTANDARD BASIC WORKWEEK. In exceptional circumstances and 
"when advantageous to operations which are staffed on 2 24-hour basis, 
-... the Deputy Director for Management and Services may approve work 
-.. schedules that differ from the standards in subparagraph (1){a) above 
- \ as long asthe scheduled work hours equal 80 in a two-week pay period. 
:. Proposals for such nonstandard work schedules should be forwarded for 
approval to the Deputy Director for Management and Services, through 

the Directos-of Personnel for his review, and have the concurrence of the . 
"Deputy Director concerned. The Deputy Director for Management and 
Services, when approving nonstandard work schedules, will also prescribe 

‘guidelines for accounting for leave, overtime, holiday and Sunday pay, _ 

and night differential. 2 oe ee rr ee ee a - 
ee (3) WORK. SCHEDULES FOR INDIVIDUALS. Operating Officials and Heads 
Seong ‘of Independent Offices may arrange work schedules for individuals which 

C ys differ from: the basic workweeks of their components as necessary either — 

L, (a) to carry out the missions of those components, or 


Revised: 24 May 1973 (744) 2 wg [tape | oe 


" ADDUNISTRATIVE — INTERNAL USE ONLY 


on ‘Approved For Release 2002/05/07 ::CIA-RDP83-01004R000200050002- ss 


: eee ae topes se 7 oe: Eat A Py eee C 


nes Approved | For Release 2002/05/07 : ClA- RDP83- 010048 GvdedbGe ni ey YS 


- . 2 . 5 - 7s 


eEEDRAIDEFL FORt Exeautiva pirector-Conpiroltor ee 


—— ee é ; 7 _ Won-Standard Worle, Schedules Be Bont ae ; 


he This cen eubta 2 . recamendation for your ‘opproval. Such 2 
| reconnendeistoa 4s Coaraiee in paragrepa. lL. ts 


one “the. oft tee of ‘Pergonnal has completed a . series of stuaien 4 co ef 

86 atoxstne: the paraneters within which the Agency might accemmssdata non- 
oo. . -phandard yorleveck' arrangements which ero considered to ba operationally = 

anaes caine agen to the missions of the Agoney components davolyed. , 

NY ee 3. “The buddies “Aneduded raviaws of proposnis ‘gavanées bi eka Foreign — - 

‘MYasdle ond Space Analysis Center, tha Offieo of ELMNT and the Central a 

 Referenea Sorvica to adjust current 2h-hour shifts to non-standard workweelis. ~ 

‘Tneludied also ws the proposal submitted on 1 September 1971 by the Mancgenens 

_ Advisory Group Zor the adoption of eee workweek An tee Headquarture 

eonyunes centers y _ eee on ; ae eo 


ou eer ya ve Seren’ 


Le these: sesuosala cited atrong penefita which auld ecerue if : 
‘non-standprd worloweek arrangements in exception to current Agency oo iatdona 
wore. adopted. Sona > thase benefits ara: - 

Sage ae ay a vo > ; ‘ 25 
ag nak Continuity of dpeeetionas. In the case of THUAS, the ; . 
ee ty, oases significant’ bonofls in establishing ea basic were regucr Sore ane S 
oe eon 4g theb ell members of the working teams can interact with the remaor  - 

a “ gagck forea in FMGOAC for periods up to four ee each of their working 
-phitts, This internation is deemed critical to entabLisiment of truly -. 
\. Soapatent YMGAG snolyses of forcim missile and ee ceduibaeae on 2 
~ Dehour-s-day basis. The "nox ' three snifts of eight hours cack 
 Ibave elcarly demonstrated thot 3 individuals working ne Les to ; 

8:00 a.m. shift lack comtacts and anelytic interchanges with tac total 

‘cegulor work force of MSAC, ond surfer thereby. ; Lot 


Bees aa! Se ae Manpower Savina. “In carsady stonees savings an total 
Aiba Ue lo masypouer ME EGSEREY o man 2t-hour mnitts eculd be occamplished by cae 
: 2. pdoptton of the two-shitt, 12-hour-a-dsey errengenent. FHSAC, for 
“ exonple, would ba oble te elimincta at isash one Slot if such a work 
seheiule wera adopted. - aS 


ne a ge) Overtime Savings. In manning oa schedule that calls for chow 
a, ne te operations gin or seven days a week, overtime, porticulerly within 
- -  eurrent eglling Limitebions, becomes a significens factor. Ly adjusting 
qoriniegic schedulas to ragdlarly seneduled J2-hour-a-doy shifts without - 


Mage fo . . -overkio, vaymant for. overtima work on Seturdays ond Sundays cen be ot 
ae - ee Se ae re eltegether, For example, uader the- — 


: 


4R0G02000500: 
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“and medieol aspects of such non-standard work schedules as well es the 


procedures covering House of dead 


Fay Sosqunacd ae CRS, » four Hoama: 2 working « one ieee rs: moriteai: of 
in-heur shifta and a. scecend workieck of three-day, 12-hour shifts plus . 
O22 elpht-hour shift on Sundoy could eccomplich its mission of tetel 
ele yerese without Soak overting wit viin. on Ate sig? pay period. 


oe aes Sieve aed: ‘Productivity. “mais: Pes would be especialy 
‘signifieont tor .the Agency's commuter. eenters.. Typically, in such 
-eontera, a-worker may spend up te 45 minutes efter his arrival on the - | 
geo in preparing for his day's work..-At tha-ond of his shift ne my Iijt 
“spend up to.30 mimrbes preparing ta close down for the dey... In a fivoe .~ 

“aS dagp. worlaveele this may represent a."loss" of six hours ond 15 mimrtes per 
Lemployea.. In a. Se woriweeks. ‘this loss Ra wheriag only three hours H 

"oy | and 15 mimatea-- ee a 


- 


Se oe eee 


2 


prhged * Reduction of Employee rinses ‘Tha saoseicn of ‘two. <2 smtborly. 
= oe steaniad 12-hour work shivéa in place of the current three resulerly 
_ acheduled eight-hour work shifts would eliminate the graveyord chirt 
-which is ‘a constant source of personnel problems. It is anticipsecd 
- ‘buat the adoption of 4 non-standard worlkwaele of basically threa doy 
~oetus a fourth eight-hour dey would bring about a reduction in enpicyee 
~ turnover, would enhance recruitment efforts and would jnerease tna’ 
ey of per nonet brought oa eeards : ios Orga es 


e. Tre OfPice of Perconnal, studies tools ‘int a. Roche Maaeeeina. tha Legal 


edninistrative problems attendant upon accurate a and accounting 


6. In tems of the Angad apes $3, the Office of Gener rok Saas stad & 
token the position thet the Agency can estoblish its own work schetwles, but 
4% has strangiy areed ‘thet we ehoags our Reguleti ions te conform with waat ye: 


“Bee rca : f ne one : ae! tie ag Pe acy Sy oe 


“Te ‘tha Biroctos ar Nedieal | sevvicke hos stated ‘thes 6 while he couta not 


Bay eaheporically that’ such irregular schedules woulda be hermful, o 12-hour 


workdoy vould tend ta decraase an employea's effectiveness in a gitucsion 


. Where pover of observation, mamel doxterity and physical prowess wera 
--+  jsvolved. Tho Director of Medical Services said thet such arrangements vould 
. call for close supervision involving a careful look at imal eatin de 


8. Discussions. swith the. Offices of Computer Services ond Finencc 


“+” Jndieated thet any changa in tha 80-how period of aecountsallity for ey 
“3. ond leave purposes would pose very reel difficulties, At this tine it sould» 


bo next to spate 68 handle tha computer promremming nacessary to 


: ae _ establish any basile work schedule other then an 80-hour poy period within 


eats ‘tho pena ecumpeskcon Fapag Pe caareaiona ae of base now anaes reporting system. 


Cane ; ne a ees 
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Ap Weice of Torconnel stutics coveluded thas it would bo Scesibla. 


to este bhich pees cd work schedules vor 24-hour operations, comemng - 
— to the UO-honr acceuntabl lity period, when cuch schedules very closri : 


provide opz-ational benctits te the Aceney. The studies olse conciucs3 shat: 


tha Deputy Dirsetor for Support. ‘is in the best position to reviow orsros 
for non-standard workweeks fron an Ageney viewpoint and to appraise tna 


eee Fash a medical. factors. eet es i : ae 


“16s : “Requesta. for ierdntiar york echrdules Seon. Boho ‘shifts. would be ~~: 

“oe isa on on individual basis prior to, submission to the Deputy Direstor — 
e “for Suppert. °Ench review would dotermine. tha ieaakna nang accounting. 

” aie cdux Kota) ‘for Leave ei ‘boy HUEPOSEB's a 


“Ty ‘te er ‘that the following guidelines would Prevail in 3 the 


; asterntnatiton of leave and poy accountiner i aoe 


aed 


Ree overtime for woris in excass of 80 hours aie a eae €0-hour pay 
_ : period. : , : F Tone na ; , 


es ye ‘ pisievand ege12 ore GS “ah may passes. vertiie payments 
for directed overtima worked an exeesa of 9% arti 8 two-week, . 


at ere! ile aia or a es ae os a a 


- Ge ‘Employees entitled | to Sunday, Geis or nights aifforential 
poy would receive such pay, waen eppropricta, for hours worked Pate’ 
in excess of i2 wit thin a regularly scheduled workday 


a @. ‘Anmual, and aick Leave would ba charged according to Rea, 
taken esatnes tha Enptoyee: a establi shed works Ae ca ceaaeany 


i ae ‘eamleyoas as, tha C8-11 age velow level < ‘wale: ie pale: -_ A 


“Oe ‘Otherviaa tha arovidions or ae remain unchangea25X A 


ae rs would pertain to ) the Arreguler. Yi Miles. 


: we tb ha ‘yeecommanded. shat the following enaaes ¥o on 


Regutation{ Td Hours of Vor, oes and Pay, be approved: 


ee ed "ty oxeeptionsl, citunstance Ss end when savereaacous to op porntions 

which ara staffed on a 2k-hour basis, tha Deputy Dircetor for Cnoport 
may approva work sehedvles which deviate fron the above standavds eas 
_ tong 2a the scheduled work hours equal 80 in a two-week, 80-naur poy 
2. perlod. Proposels for such irrepuler works schedules should ba 
-. Loxvexded to the Deputy Director for suppors through tha Rirachor of 

. Personnel with the concurrence of the Deputy Director converasd 
Depaty Diractor Sor Support, when enoroving non-standerd wv 


snoall else preseriba guidelines for acesunting for leave 3 BYORB ir 
sc day ¢ ond a Bays and ea a pen eeaats ae 
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' SUBTECT: Non-Standard Work Schedules 


ee 


 CONCURE i cS ke ee ; ce 2 
~ General. Counsel... ed 
Deputy Director Lh ee ee ae 
for Support = zh 


The recommendation contained in paragraya 14a approved: * . = a 


es eee 


~ Ge K. ‘White a 
‘Executive Director-CompbroLlar are 


_Diptedirition: i eee “ 
Sides - Retube to /zor83 sas ‘ae Fe or - the indefinite racuye the 
‘~ ER ee a ae * Deputy Director for Support will 
+ Dp/s ee : ‘obtain the concurrence of the <= 
- DD/Pers/ Pac * Fo ». Executive Director-Comptroller) 
= OGC: Jybin vat prior to the approval of any such 
i se — x creat ae: ; proposal. Until we have had sa! 
“e, Subject Pile he : Soe -time to experiment with such 
~ JLO Chrono a6 °° schedules, the Executive Directd. 
Le = Bfpers. Chrono. ae Comptroller will expect quarter | 
‘i ee eee ee 8 _. - reports from each component or 
Sie ee eo +, astivity for which an irregular 
: ',, schedule has been approved. 
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25 April 1972 


. EDR F FOR: Administrative “officer/Tine and a a ee 
: “Attendance Clerks é , te eee 
Foreign rand and Space pualysis Center oe 


SUBJECT o a 2  prapueation: of Time aca Attendance Reports - - ; a. 
heat Seehors eens c Noa ateseer Work Week. 1 ce BS ot 


ec 5 ig *nased on your ‘approved. reque st for irregular york schedules, 

fas attached are specific instructions for the pr eparation of Time and 

Attendance Reports when recording non-standard work weeks. It is 

hoped that the attached will assist le in the Dreperat ton oF 

: Uhese’ peportes 
pe 2. rf you have any Gacations concerning the proper (cauatctvan. 

~ of. Lime and Attendance Reports, please contact Compensation and — 

os Tax PeysstOR,, office of Finance. si 


" Domest ic. ¢. Payrolt Operations ‘Branch * 
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My Attached are 8 completed Te cards illustrating the listea represent- 


ative 5 


rs 


ituat tions that a T2A clerk a might be involved WLEA when the 


Scheduled tour « of duty is Thursday, Friday, = ele - - nidnight ~ noo 


an “and Sunday every other week ~ “midnight - 8 a.m. This dissertation an 


. -_- attachnents have been prepared 0. assist ths ea Clery taveisea. 


os Principal a deviation from the regulations set t forth in ER 20-29 involv 


2. Upon a analysis, of cards nos. ey thr 8, you svn observe. that the 
: “following act 
‘ne ae: no overtine}: 


fe 


the scheduling of 1 “hour * days. 


Lishea’ ley mutase: lines ar ply oe no. 2 reflects 


ON/D is paid for sortion of regularly sek hedulea tour of aitnee. 


.. falls within 6 p.m. - 6 a.m. if employee has less than 8 hours © 
_. deave during. the period. (see card no. eke To ee 
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‘y/D is S$ paid ‘for portion of veciienly scheduled tour of ay that 
‘falls within 6 p.m. - 6 a.n. for only such hours worked (or not 


worked because of a holiday) if employee has & or more hours leave 
a ee 


a oe the pay period (see card | no. Poe iis, te ee = : 


ue 


. N/D is paid for areeneca 0/t. in excess. of ie hours in a pay partes 
(Grades 12 - 14) if the overtime falls within another regularly 
scheduled tour of duty, and the envloyee is assign ved to perforn 
duties which are normally performed by the reguler work force of 
the other tour. eas certificat ion for such N/D is required ~~ 
(see ¢ card 1 no. 2). - ee ee So pie eee ee ee ee 


* 


H/t-a is paia for all of the hones of any 13 hone eens 


scheduled workday which falls ona oa! and is » worked by the 


employee (see card no. De 


. No Reeve chases. is made for any of the Nee of a 12-hour ere 
-, Scheduled workday which falls on & 2 holiday and is not worked by th. 


employee (see card Be 2): 


If holiday falls on nonscheduled workday, the preceding scheduled 
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